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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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DWR POSITION NUMBER 

      

SAP POSITION NUMBER 
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APPOINTEE 
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Andy Reyna
	SUPERVISOR'S CLASS: Administrative Officer II
	personnel analyst: Alcantar
	personnel date: 09/23/2014
	PERCENT OF TIME: 45%
	activity: POSITION SUMMARYUnder the general supervision of the Administrative Officer II, incumbent will perform a variety of technical and analytical business service activities in State procurement and materials management systems. Incumbent will independently perform services of average difficulty and assist in the performance of more difficult and complex technical and analytical business services work.ESSENTIAL FUNCTIONSThis position requires that the incumbent work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgment.  The following are specific essential duties:Creates purchase orders from requisitions submitted by field division supervisors and lead persons for the procurement of equipment, materials, and supplies in accordance with the terms and conditions of the delegated purchasing program and all other requirements of the Departments of General Services and Water Resources.  Contact vendors for product specifications and compare with field division specification requirements; obtain price quotations, delivery times, terms, and FOB point and transportation costs; investigates sources for equipment, supplies, materials; securing bids and obtaining appropriate certification documents from small, disabled veteran business enterprises, and vendors utilizing recycled products.  Obtain necessary documentation from vendors that are not in database.  Responsible for the awarding of purchase order contracts assuring procedural accuracy, appropriate Cost Objects, G/L Accounts, and correct Material Groups.  Signs the purchase orders certifying that the transactions are in compliance with all policies and procedures, make necessary copies and distributes appropriately, and file field division's copy.  Maintains contract files for all LPA's, i.e., Statewide Commodity, CMAS, WSCA, PIA, CSSI, and State Priced Schedules to facilitate compliance with these programs.  Also, creates outline agreements and purchase orders for field division's service contracts from requisitions created by Delta's Contract Coordinator.  Assists the Field Division Contract Coordinator in development of Contracts packages, i.e., Scope of Work, Bid Sheets and DVBE.
	classification: Business Services Officer I (Specialist)
	appointee: Vacant
	dwr position number: 2310-4720-005
	sap personnel no: 
	sap position number: 50002045
	division: O&M/Delta Field Division/Administration Branch
	mcr: 1
	percent2: 25%20%10%
	activity2: Write, develope, complete, and/or assist supervisors and lead persons with specifications for equipment and materials including those of a complex electrical and mechanical nature.  Prepares and/or assists supervisors and lead persons in writing justifications for non-competitively bid and emergency purchases.  Responsible for logging Capitalized Property (Sch.-9) and Non-Capitalized equipment transactions and seeing that appropriate documentation is complete and accurate.  Prepare memorandums of justification for review and signature of the Administrative Officer for purchases that require a waiver from PIA and shall ensure that all other pre-approvals are obtained on designated items and are on file.Serves as alternate procurement representative and buyer on the field division's Planner/Scheduler Team to procure items, coordinating/tracking purchase of materials and equipment, writing/developing/preparing and assisting team with justifications for equipment and/or contracts.  Investigate sources for supplies and contacting vendors for procurement specifications critical to meeting contractual water deliveries and to facilitate other high priority work schedules developed by the team.  Prioritize purchasing to match the critical work schedules and must be cognizant of scheduled and emergency outages.  The consequence of error is significant and would be costly to the Department if this role is not effectively integrated to support critical operations and maintenance activities of facilities of the State Water Project.Keeps the Administrative Officer apprised on status of procurement and all other activities with emphasis on problem areas, transactions, incidents, or unusual circumstances.  Participate in the physical inventory of all stock items.  Serve as backup coverage for warehouse issuing/receiving and delivery of goods to field division locations in exceptional situations.  Serves as alternate Petty Cash Custodian for Field Division Petty Cash Program.  Orders and tracks Schedule 9 Equipment.Incumbent will be required to operate automotive vehicles on public roadways and travel to remote areas within the Field Division.This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including preforming fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies. This position may also serve in one of the sections as established in the Incident Command System to assist the Department in preforming its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	percent 3: 
	activity3: SPECIAL REQUIREMENTSMust possess good communication skills, both written and verbal.  Must be able to work independently, prepare reports, analyze situations accurately, and take effective action.  Must possess a valid California Class C driver's license, as occasional travel is required.Must be capable of operating computer/workstation and software with speed and accuracy.  Must be able to stand, stoop, reach, and bend for filing and photocopying documents and for inventorying equipment and other items.  Ability to move a minimum of 25 pounds.  Must be able to work overtime; must work well with others due to frequent interaction with coworkers, vendors, and other departmental offices.
	supervisor name: Andy Reyna
	employee name: Vacant


